Focus/Career™ User Guide for KYAE Instruction

1. Log on to https://focuscareer.ky.gov.

2. Create an account.

plorer/home

Your Job Search Starts Wit Sign in
Your Resume

Usemame

The first step toward a job is your resume. Most
employers want to see your resume before they'll Password

even consider you for the job. Your resume is a
great way to start planning and collecting the
necessary information for a successful job search.

Forgot your password?

Register for an account >
That's why Focus/Career starts by helping you build
a complete, detailed resume that includes your skills Registering only tokes two steps, and allows you to create or upioad a resume and
and experience. If you've already written your see all job postings, including ones recommended for you based on your skills and

xpertise.

resume, you can upload or paste itinto Sxperess
Focus/Career. We'll help you improve it!
Explore options without registering >
Think of your resume as a work in progress - you can
g0 back and change it to better fit 2 job match or You may research careers, employers, and programs of study without registering,
but you will not be able to permanently store a resume to see personalized career

whenever your situation changes, like completing a options.

training course. Remember, you only get one chance

#n maba = first imnracsion and that'c e wnor

3. Complete the log-in information for a new account. Social Security Number is optional.

explorer/nome#

Register for an account STEP 1 OF 2 signin | Explore options without registering

« regquired ficids

Mo email oceount ? Use @ free service:
Emall address » ,

Re-enter email address .

20 chorocters; must include ot least one rumber, must.

Password« ot contoin spoces; paseward is cose-senstive.

Re-enter password «

Social Security Number B Your SSN wil be stored secueely. The SSN 3 used odly to
(sSN) match your account to e sting accounts and
‘consolidote your records, when appropriate. This may

i e e sourts or e monegmen
Re-enter SSN L unmf‘::m!mmmrm:f:c = .

Security question « - select a question- -

Security answer « Answer s cose-sensitive

First name « Middle initial Lastname . -




5. Begin creating a resume. Make a resume from scratch, upload it (scan in a file, upload text file, etc.), or

copy/paste a resume from a document file. Most-Students will need to “Create a Resume”.

>
Kentuc
Career ggn‘ter
Career

job search

Hi, Susan Roberts A A A Translate

My account | Sign out

YOUR RESUME

Your resume

The more information you pr

CREATE A RESUME

The resume builder will guide you through all the
stepsof creating a resume. On average, creating
a complete resume takes between 15-30
minutes, depending on how much detail you wish
to provide. You'll be able to save your work and

UPLOAD A RESUME

You may upload resumes in DOC, DOCX, RTF, or
PDF formats. Your PDF must be text, not images —
if you can search the PDF, it's text. After you've
uploaded your resume, you'll have the
opportunity to edit it.

PASTE/TYPE YOUR RESUME

Paste or type your resume, and the resume
builder will help you format and enhance it.

return to it at any time.

[piomd = resume |

Browse

O words

Focus Kentucky 5.36.0013 @ Dec 09, 2015 12:23 - DISFKEGPWI PIA1R Birning Glace intarnatinnst e 0 AIIFATNAAlacs

6. Work through the resume-building part of the website using the tabs at the top. Students can sign out and
sign back if needed, and their work will be saved after each click to the next section.

> Hi, Susan Roberts A A A Translate
Kentucky

Career Center

Career

My account | Sign out

job search

YOUR RESUM E

Create a resume

Resume title « [ Enter resume title

WORK HISTORY > CONTACT >

1. Adda job 2. Job title details

BT v ceume @
EDUCATION > SUMMARY > ADD-INS > PROFILE > >

3. Work activities 4. Job description \

Save & Move to Next Step >>

we'd like you to describe each of your recent work experiences. Go back 10-15 years if possible.
Include jobsyou might not want to show on your resume —you'll have the opportunity to hide them later on.

1. Add a job « required fislds

Job title «

job titles are for your Vou may still use your own job title if it's not on our list

if vou are @ veteran or military service member, enter your Military Occupotional Classification (MOC) cods to the
Jjob title field. We will your with the service . an you to select
wour branch and rank. We alsc provide work statements for many military occupations to help you describe your
skills and duties for these jobs. This information will display on your resume and helg us match you te civilian job
openings where your military skills will eransfer.

Employer «

Start date « A mmAvyy 1 currently work here

End date « i LAYy

Location « City
| Kentuelky ~|
| United states ~ |

Wages/pay unit The salary information you provide will not oppear in your resume and is collected only to help provide you with
matches.

Save & Move to Next Step >>



8. Students may repeat these steps to enter multiple jobs. At this point, draw students’ attention to the “job

description” section generated by the software regarding the skills inventory entered by the stude

job entered:

job search

or the

YOURRESUME

Create a resume

Resume titlex Tiew resume @

TioN > SUMMARY >

4. Job description

| Enter resume title

WORK HISTORY > CONTACT >

1. Add ajob 2. Job title details

ork activities

ADD-INS. >

PROFILE > ES >

Save & Add AnotherJob >> ELN R LN A i o o

4. Job description « required fields

Edit your job description to person:

it. Your description will be even better if you add very
nitiatives you led, and your particular accomplishments
and contributions. To help you, we've included a list of keywords and statements you may
select to add to your description.

specific descriptions of what you d

= Demonstrated activities to children
* Displayed children's work ina manner appropriate for their sizes and perceptual skills
= identified children showing signs of emotionalissues.

Additional jobs details
Other skills or knowle dge sets for this job include:

[ ages
[l assistant teacher
|| camp counselor

child care
childcare
children
Children's
daycare
Lotoeadhechildbood

9. The “Enrollment status and education level” section has a place for students to put their NCRC status:

Create a resume

Resume title«

|Enterresume title ereview resume @

/) 2

Delete resume

WORK HISTORY > CONTACT > EQPUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW

Enrollment status & education level « requird fields

Save & Move to Next Step »

/
Enroliment status « ‘ Not attending sghool, H.S. Graduate b d ‘

/
Education level + ‘ Master's degr{e = ‘

Degrees and diplomas « required fislds

Enter ‘General’ or /A" under Major/Subliect if ygu did not have amajor or would like to leave this field unspecified. You will be able to hide graduation dates when you complete your resume.

hflsadhfkla + tAdd another degree - Delete this degree
asdlhfsad * sdfkdajl; n
City Vl(entucky V‘ ‘ United States =

® Completed « 01/1220 ) Currently enrolled; expected completion date«__/

/m/wyy
Courses /
|

Occupational licenses and ce’éficaiions

Honors GPA

mmfvyy

Activities

Plzase only enter occupationa licenkes or certifications that are completed.

Occupational license or certificatjon +Add - Delete

Issuing organization Issue date«__/. mmfyyyy

City | Kentucky V‘ ‘ United States

National Career Readiness Certificate™ Credentials

Reading for Information WorkKeys assessments.

NCRC level « State ofissuew Issue date #

P

¥ Display my NCRC credentials on my resume

I hold the National Career Readiness Certificate™ from American College Testing. | confirm that | achieved at least a Sronze level for the Applied iMath

5, the Locating , and the

mm/dd /vy



10. The “Summary” section automatically writes a summary based on entered information, or students may
write their own:

> Susan Roberts | a A A Translste
Kentucky
Career Center
Career

My account | Sign out
job search

YOUR RESUME

Create a resume

Resume title« | Enterresume title I m Preview resume @ Delete resume
WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW
Save & Move to Next Step »

‘We created this summary for you based on your resume so far. You may use it as is, edit it below, or omit a summary from your resume.

@ Use this summary » Do notinclude a summary in my resume

I have 12 years of experience, including as a Sajkdgnnm,A.

Most recently, | have been working as a Sajkdgnnm, A at Asdfafsdf from February 1988 to November 1999,

1 hold 2 hflsadhfkla de gree in asdIhfsad from asdfkdajl;.

Revert to original summary

Save & Move to Next Step »

11. The “Add-Ins” section allows students to list internships, honors, interests, etc.

> Susan Roberts A A A Translate
Kentucky

Career Center

Career

My account | Sign out

_

YOUR RESUME

Create a resume

Resume title | Enter resume title | m Preview resume @ Delete resume
WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW
Save & Move to Next Step »

Add optional sections to your resume.

Affiliations

(] [ Internships [J  Professional Development [ Technical Skills
) Honors O Objective [ Publications O wolunteer Activities
O Interests O pPersonal Information ) References

Save & Move to Next Step »




12. The “Profile” section collects demographic information that is not included on the resume:

job search

YOURRESUME

Create a resume

Resume title |Enter resume title

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS >

Preview resumee Delete resume

PROFILE > PREFERENCES > REVIEW

Save & Move to Next Step »

We are required to ask a few demographic questions for federal reporting purposes. None of the information you supply will display on your resume other than
military service. (You may hide military service on your resume when the resume iscompleted.)

« required fields

Date of birth « 08/30/1985

mm/ddfyyyy

Employment status « | -select status -

) Mot Disclosed

2 white
O Mot Disclosed

[ Black or African American

) Hawaiian or Pacific Islander

Gender « | -select gender -
Ethnicity/Heritage » © Hispanic or Latino
) Mon Hispanic or Latine
Race » ) Alaskan or American Indian
O asian
U.S. citizen « ® Yes O No

To opply for jobs, you must be a U5 citizen, o permanent resident
alien, or authorized to work in the U5

Have you traveled doing farm or &) Yes ® No
food processing work during the

past year which caused you to be

away overnight from your regular

home? «

Disability » -select status -

b - select type of disability - b,

Military service« O Yes @ MNo

Save & Move to Next Step »

13. Under the “Preferences” section, students can search jobs by a variety of terms, such as location:

_

YOUR RESUME

Create a resume

Resume titles

WORK HISTORY > CONTACT >

| Enter resume title

My preferences « required fields

i save |
EDUCATION >

Preview resumee Delete resume

SUMMARY > ADD-INS >

PROFILE >

REVIEW

PREFERENCES >
Save & Move to Next Step »

Your name and contact info will not be displayed —employers will only be

Make my resume searchable to qualified employers « © Yes © No
able to contact you by confidential e mail.
Arevyou interested in the Bridges to Opportunities training )  Yes @& No
program in the Louisville area? « More information
Wages/oay unit _celect & - The salary information you provide will not appear in your resume and is
ges/pay N select pay type only to help provids you with matches.

Areyou willing to work overtime? » O Yes < Neo
Areyou willing to relocate? « O Yes @ No
Waork week « | - select work week - -
Duration « | - select duration - - |
shift availability « O any

¥ First (day) ) Rotating

[ second (evening) [ split

[ Third {night) [ varies
Location preferences « required fields
@ search within this area | -selectradius- | ofzPcode.
@ Search this state/city | - select state - ~ | | -select city - -

[ only show in-state jobs

[ Include home-based job postings

Save & Move to Next Step »




14. After reviewing the resume, on the “Review” page, click “Save Resume and View Job Postings” to see what
is available in the demographic selected:

Job search results

These results are based on your search criteria. Review & change criteria.

Widen your net: see matches

statewide

Include all words Include any words

LOCATION: within m of ZIP code: [a0011 Don't see what you're looking for?

o Job search results include two types of jobs. Jobs pested directly by com panies registered with this website, are desgnated by an icon. Spidered jobs from cther companies and job sources,
which are not registered orverified by this provider, alse are provided for your arca. Job seckers should use caution in applying for these jobs, as we cannot guarantee the wages, accuracy of
the inform ation, or the validity of the company or job opening.

Showing 1-10 0f 10 jobs| 10 ¥ |jobs per page Page(s) « previous 1 next »

RATING 9 DATE JOBTITLE EMPLOYER JOB LOCATION ACTIONS
L8 8 8 =3 Dec 10, 2015 Kids Club Attendant - Downtown YMCA LOUISVILLE, KY Am | a good match?

Find more jobs like this
Do not display this job again

Lt 2 2= Dec 10, 2015 Resident Counselor - Amelias House . And Home Of The Innocents LOUISVILLE, KY Am | a good match?

Find more jobs like this
Do _not display this job again

e e e T Dec 09, 2015 Group Leader - School Age Child Care YIMICA LOUISVILLE, KY Am | a good match?

Find more jobs like this
Do not display this job again

ol 2 2% Dec 10, 2015 Kids Club Attendant - Ymca At Norton Commons YMCA PROSPECT, KY Am | a good match?

Find more jobs like this
Do _not display this job again

L2 2 2 =3 Dec 09, 2015 Assistant Teacher Knowledge Universe INDEPENDENCE, KY Am | a good match?
Incorporated Find more jobs like this

Do not display this job again

Dec 09, 2015 Assistant Teacher Knowledge Universe INDEPENDENCE, KY Am | a good match?
Incorporated Find more jobs like this

Do not display this job again

L8 8 S=g=3 Dec 09, 2015 Infant Teacher Bright Horizons LOUISVILLE, KY Am | a good match?

Find more jobs like this
Do not display this job agsin

bt a=p= Dec 09, 2015 Lead Teacher Knowledge Universe LEXINGTON, KY Am | a good match?
Incorporated Find more jobs like this



